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DATE: July 30, 2001 
 
TO: Division Directors, AAIHS, NAIHS 
 Chief Executive Officers, AAIHS, NAIHS 
 Attention:  All Supervisors 
 
FROM: Director, Division of Human Resources 
 Albuquerque Area Indian Health Service 
 
SUBJECT: Guidance for Approving Requests for Advance Leave 
 
This memorandum serves as an annual reminder to provide guidance on addressing requests for 
advance annual and sick leave. 
 
Requests for advance leave should be reviewed in a fair and consistent manner.  Of equal importance 
and concern is the need to ensure that appropriate controls are in place to manage advanced leave.  
Each request should be reviewed and evaluated on a case-by-case basis and not to automatically 
approve all requests for advance annual and sick leave.  While assuring fairness and consistency, 
supervisors should take into account the need to maintain an adequate staff to ensure coverage for the 
provision of patient care and in carrying out the mission of the Indian Health Service. 
 
The Indian Health Manual, Chapter 5, Delegations of Authority, Exhibit l-5.2F-l, dated November 2, 
1987, (clarified by errata notice of June 21,1988) outlines the authority delegated by the Director, IHS,  
to immediate supervisors to approve the advance of annual and sick leave up to 40 hours.  The Director 
also delegated to appropriate officials in the line of authority to approve advances of annual and sick 
leave beyond 40 hours for each category of leave.  (See section 2.c., page 2 of attached exhibit.) 
 
The following overview and guidance is provided and should be used when you (or your subordinate 
supervisors) are adjudicating employee requests. 
 
1. Employees have no entitlement to advance annual or sick leave. 
 
2. Advance annual and sick leave must not be approved when it is likely the employee will retire, be 

separated or resign before the advance leave will be earned. 
 
3. Make your subordinate supervisors aware of their authority as outlined in the HIS 

Delegation of Authority (copy attached).  While Service Unit Directors may grant advance leave 
over 40 hours, Health Center Directors have not been delegated that authority. 

 
4. Set time requirements for submission of requests by employees.   Specify how much in advance 

the employee must make their request (i.e., 30 days prior to time employee wants off).  Many 
employees believe that approval of advance annual and sick leave is automatic  and submit their 
requests the day they wish to be off, leave before approval is granted and end up being charged 
absent without approved leave (AWOL). 

 
5. Review the employee's administrative leave record.  Take into consideration the employee's 

current leave balances and leave usage over (at a minimum) the past year.   Requests from 
employees who have zero leave balance(s) need to be carefully scrutinized. 
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6. Require specific information regarding the reason(s) for the request (i.e., many employees 

request sick leave for an entire period of desired absence for maternity purposes).  Sick leave is 
only appropriate for periods of incapacitation during pregnancy, childbirth and recuperation after 
the birth of the baby.  Once the employee is released by the physician to return to work, annual 
leave or LWOP is appropriate to care for the baby. 

 
7. Requests for advance of sick leave must be supported by acceptable medical documentation 

from a physician which indicates the seriousness of the illness or incapacitation, length of time the 
employee is expected to be away from work, and whether there is a reasonable expectation that 
the employee will be able to perform his/her duties upon return. 

 
8. Requests must be routed through supervisory channels, and at a minimum, the immediate 

supervisor must make a recommendation for approval or disapproval to the approving official. 
 
9. Make certain you and your subordinate supervisors are aware of the maximum amount of leave 

that can be advanced as stated in HHS Instruction 630-1. 
 

• Annual leave may only be advanced up to the amount that a permanent employee will earn by 
the end of the leave year.  Temporary employees may only be advanced the amount of 
annual leave that they would earn by the end of the current leave year or the end of their 
appointment, whichever is sooner. 

 
• Sick leave may only be advanced up to 30 days for permanent employees.  Temporary 

employees may only be advanced the amount of sick leave they would earn by the end of the 
current leave year or the end of their appointment, whichever is sooner. 

 
Additional advances of leave should be avoided while an employee has a minus balance.  Only in 
the most unusual circumstances should additional advance leave be granted. 

 
10. Prior to approving requests for advance leave, counsel the employee and supervisor to consider 

alternatives such as leave without pay or an adjustment of work schedule from full to part time or 
intermittent employment during the absence thus allowing the employee to work less than 8 hours 
daily.  Make all employees aware of the availability of the Leave Sharing Program. 

 
Please share this information with your supervisors, managers and employees.  A copy of this 
memorandum is available on-line at the Division of Human Resources website at www2.ihs.gov/aaodhr.  
If you have any questions, please contact Vince Lujan, Ernestine Overfield at (505) 248-4510 or your 
local Human Resources Office. 
 
 
 
          
        Martha Aragon 
 
Attachments 
 
cc: Health Center Directors 
 Administrative Officers 
 Administrative Liaison, National Programs 
 Executive Officer, Nashville Area IHS 
 
 












